DWB POLICY 94-01
DATE: NOVEMBER 23, 1994

BOARD OF CERTI FI CATI ON OF OPERATCRS
OF DRI NKI NG WATER SUPPLY FACI LI TI ES
POLI CY FOR
RENEWAL TRAI NI NG COURSES

POLICY OBJECTIVES & APPROVAL REQUIREMENTS

This policy, developed by the Board of Certification of Operators of
Drinking Water Supply Facilities (the Board), establishes criteria for
renewal training to ensure that the training is under responsible
sponsorship, capable direction, and qualified instructors. The criteria
established are the minimum requirements and are meant to be consistent
with the intent of the International Association for Continuing Education
and Training Council (IACET). This document outlines, at a minimum, the
requirements and procedures for obtaining Board approval to conduct
training acceptable for awarding continuing education credits for
operator certification renewal requirements.

There are four ways in which the Board may approve the issuing of
training credits:
1. The organization conducting training issues Continuing Education
Units (CEUs) and meets the criteria established for the use of the
CEU as established by the 1ACET.
2. The organization conducting the training has had their training
program approved by the Board for issuing training contact hours
(TCHs).
3. The individuals or organization conducting training have been
approved by the Board to conduct specific training for issuing
training contact hours (TCHs).
4. The training program or specific training is cosponsored or
sanctioned by an organization which has had their training program
approved by the Board for conducting training and issuing credits
towards certification renewal.

CRITERIA FOR APPROVING TRAINING PROGRAMS, INSTITUTIONS, COLLEGES,

ASSOCIATIONS, COMPANIES, OR OTHER ORGANIZATIONS ISSUING CEUs

(1) Training programs or organizations having direct application to the
water works field and meeting the criteria of the IACET, formerly the
Council on the Continuing Education Unit, for the use of Continuing
Education Units (CEU) will not need approval of the Board for issuing
CEUs to be credited towards meeting the renewal training requirements.
The Board except for cosponsored or sanctioned training must approve all
other renewal-training programs, which issue CEUs.



CRITERIA FOR TRAINING PROGRAMS
(1) National, regional, state or other organizations, institutions,
associations, corporations, etc. (governmental or private) involved in a
drinking water supply related field conducting, cosponsoring or
sanctioning training, seminars, workshops or meetings but not presently
issuing CEUs may apply to the Board for approval of their training
program. To obtain training program approval, the organization must
submit to the Board for review their training criteria, which should, at
a minimum, include the following information:
(a) the standards by which the organization plans to meet the
criteria of this policy, especially, to all intents and purposes,
the criteria for individual training approval;
(b) criteria for cosponsoring and sanctioning training;
(c) a written policy on maintaining records; and
(d) a mission statement that outlines the functions, structure,
processes, and philosophy which guides the operations of the
continuing education or training program.

(2) If granted, this approval will allow the organization to issue TCHs
and course numbers for training courses without individual course pre-
approval. These TCHs can be used towards meeting the renewal training
requirements of the Board, provided that the training criteria is
strictly enforced and/or not substantially modified.

(3) An annual training curriculum and/or agenda and course syllabi must
be submitted to the Board by the end of each calendar year.

(4) Any changes or modifications to the information submitted to the
Board for training program approval shall be submitted to the Board for
review and approval 45 days before the date of the training.

IV. CRITERIA FOR INDIVIDUAL TRAINING COURSES

(1) Any individual or organization wishing approval to conduct a renewal
training course for water supply operators shall submit the following to
the Board for review, except those organizations issuing CEU or approved
training program which demonstrated to the Board that they have met the
intent of sections (a) through (n) below. This information should be
submitted to the Board at least one hundred and twenty (120) days prior
to the training program:
(a) The date, location of the training and description of the
training facility;
(b) The name, address and telephone number of person(s) to contact
regarding the training;
(c) The course outline showing the topic(s) to be presented and
time allotted for each (including beginning and ending times). The
outline should indicate how this program will meet the needs of a
certified public water system operator. Both the learner and the
instructor should have a clear understanding of the intended
outcomes and how they are to be achieved. Content should be
sequenced in a logical manner and should proceed from basic to
advanced levels;



(d) A copy of the instruction material showing the skills and
knowledge that the learner will be able to demonstrate following
completion of the program;
(e) A list of any audiovisual materials to be used, such as
videotapes, slides, slide/tape presentation, films and overheads;
() The name, address, and background information or resume of
instructor(s) which shows the 1iInstructor®s competence in the
subject matter, understanding of the purposes and intended learning
outcomes of the program, and ability to communicate the program
content at an appropriate level;
(9) The name of proctor and affiliation. A proctor must be a person
affiliated with and identified by an organization involved in the
water supply related field. The organization must have an
educational unit or arm which is recognized and/or approved by the
Board for conducting renewal training and issuing continuing
education credits.
(h) A copy of the certificate of completion being issued to the
attendees containing but not limited to the following information:
attendees”™ name;
name of course;
renewal credits issued;
course identification number;
date the course was held:
name of the course instructor;
. name of the cosponsoring or sanctioning organization, if

applicable; and

8. name and affiliation of proctor.
(i) The number of training hours to be issued.
(J) A copy of the attendance roster to be used, which must contain
but not limited to the following information:

name of the course;

2. renewal credits issued;

3. course identification number;

4. date and time the course was held;
5. location of the course;
6
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name of course instructor;
names of attendees;
morning and afternoon section for signing in. If the
course is for more than one day the roster must show each day
of attendance;
9. operator certificate number (license number) of all
attendees, if applicable; and
10. proctor affidavit.
(k) A copy of all handouts or course material.
() A written policy on maintaining records must be provided
showing the record keeping criteria of the organization conducting
the training and 1issuing credits towards operator certification
renewal .
(m) A copy of the evaluation form, which measures the quality of
the training.



(n) Requirements for satisfactory completion of the training must
be established in writing. Participants should be informed of the
requirements for satisfactory completion prior to  their
participation. The requirements must be based on a combination of
performance and attendance. Attendance requirements must be 90
percent and above and documented by attendance rosters or sign-in
sheets. Only those who meet the specified requirements shall earn
the continuing education credits.

(2) Renewal credit is based upon actual contact time in the training. All
breaks and meal times must be noted on the agenda and will not count
toward contact time. Excessive time allotted for introduction or welcomes
will not count toward contact time.

(3) No credit will be given prior to the completion of any training
course. Participants must attend and stay for the entire session to
complete the program satisfactorily. The completion date of a multi-day
course is the last day of the course.

(4) Renewal credit will be issued in increments of one-half (0.5) hour.
The minimum credit issued will be one-half (0.5) hour. Any approved
training 1issuing continuing education units (CEUs) by an organization
meeting the criteria of the Council on the CEUs will be given credit at
the rate of one (1.0) CEU per ten (10) training contact hours (TCHs).

(5) A permanent record of participation must be maintained for each
individual to whom continual education credits are awarded. These records
must be readily available to the individual and Board upon request. The
maintenance of permanent records is the responsibility of the
organization conducting, sponsoring, or sanctioning the program and
awarding the continuing education units or training contact hours. While
records may be maintained by the organization or a contracted service,
the organization awarding the credits bears the primary responsibility
for the maintenance and availability of permanent records. All records
must be maintained for a minimum of 8 years and are to be issued as an
official statement or transcript upon request of the participant or
Board. Further, the organization conducting, sponsoring, or sanctioning
training must establish, in writing, provisions for permanent maintenance
of continual education records in the event of its demise.



V. SANCTIONED OR COSPONSORED TRAINING

Training, seminars, workshops or meetings conducted by individuals may
issue credits towards certification renewal if their training, seminars,
workshops or meetings are cosponsored or sanctioned by an organization
that has had their training program approved by the Board. The credits
shall be jointly issue with the sanctioning or co-sponsoring
organization. The cosponsoring or sanctioning organization must ensure
that both the administrative and program criteria are Tfollowed for
issuing continuing education for certification renewal. The organization
must verify that each participant has (or has not) met the specified
requirements for satisfactory completion and is (or is not) awarded the
continuing education credits. Permanent individual records for each
participant who successfully completes the training must be established
and maintained by the organization cosponsoring or sanctioning the
training.

V1. SUBSEQUENT COURSES

VII.

VIII.

Once the course has been approved, the Board will issue a course number.
The course information does not have to be resubmitted for subsequent
sessions of that course provided that there are no major change in the
course content, time allotted, instructor or material used. Any revision
must be submitted to the Board one hundred twenty (120) days in advance
of any subsequent sessions of an approved course. The Board Chairman may
waive the one hundred twenty (120) day requirement in exceptional
situations as determined by the Chairman. All changes will be included in
the Board"s minutes.

COURSE ADVERTISEMENT
All training courses must be approved and issued a course identification
number by the Board before the advertisement of training for renewal
credit. All advertisements, which state that the training is approved,
must include the course identification number and amount of renewal
credit hours issued. Organizations issuing CEUs or college courses are
exempt.

GRANTING TCH*"S

(1) A certified operator taking and passing a Board of Certification of
Operators of Drinking Water Supply Facility examination for a higher
grade or different classification during the renewal period will be
granted a maximum of seven (7) TCH.

(2) A certified operator who is a member of the:

(a) American Water Works Association/New England Water Works
Association or Massachusetts Water Works Association will be issued
1 TCH for each year of membership during the renewal period.

(b) Local organizations recognized by the Board or other out-of-
state organizations involved in the water supply related field will
be issued .5 TCH for each year of membership during the renewal
period.



(3) No more than three (3) TCH will be issued to any one certified
operator in the renewal period for membership organizations involved in
the water supply related field.

(4) A certified operator attending a Department of Environmental
Protection, Environmental Protection Agency or any other state, federal
or local organization course or workshop which are submitted and meet the
criteria of this policy will be granted TCH as awarded.

(5) Certified operators attending in-house training programs that are co-
sponsored or sanctioned by a Board approved organization or association
will be granted TCH as awarded.

(6) A certified operator attending a Board approved in-house training,
seminar or workshop that imparts general or technical information which
is applicable to the professional or technical water works field and will
be of value wherever the individual is employed, will be granted TCH as
awarded.

(7) A certified operator attending a first aid or CPR course conducted,
cosponsored or sanctioned by a Board recognized organization will receive
up to 3 TCH per renewal period.

(8) Courses granting CEUs will be issued TCH on a bases of one (1.0)
Continuing Education Unit (CEU) = ten (10) Training Contact Hours (TCHs).

(9) College credit for applicable courses will be issued 15 TCH per 1
credit hour. College courses that are audited or taken for non-credit
hours will be issued TCH for every hour attended provided that the
attendee provides documentation to the Board of the amount of hours
attended. This documentation must be validated by the instructor of the
course and must provide a daily attendance account from the instructor.

(10) A certified operator teaching courses approved for TCH credits will
receive TCH credits. Credit will only be given for teaching the course
once per renewal period. Each hour of teaching will be given 1 TCH, up to
a maximum 40% of the TCHs required for the grade level for each renewal
period. The burden of proof will be on the operator, based on the course
advertisement and/or course material, to demonstrate that the operator
taught the course. The maximum TCHs for teaching accredited courses shall
be as follows:

(a) A Grade 4 Operator can attain no more than 8 TCHs in each

renewal period.

(b) A Grade 3 Operator can attain no more than 6 TCHs in each

renewal period.

(c) A Grade 2 Operator or a Grade 1 Operator cannot attain teaching

credits.



IX. REVOCATION OF APPROVAL
The Board may revoke any training approval at any time if it is the
opinion of the Board that the training program or course no longer meets
the criteria established in this policy.

X. WAIVERS
The Board Chairman may wailve any requirement of this policy 1in
exceptional situations as determined by the Chairman. All waivers shall
be included in the minutes of the Board.

APPROVED: OCTOBER 14, 1994
EFFECTIVE: OCTOBER 14, 1994
REVISED: JANUARY 6, 1995
REVISED NOVEMBER 9, 2001
REVISED November 7, 2003

Paul S. Niman, Chairman
Board of Certification of Operators
of Drinking Water Supply Facilities



